Maine

A Guide for Superintendents

How to assign a district chairperson to your district

1.) Log in to the Maine Educator Information System with your credentials.
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Welcome to the Maine MCIS sign in page.

Username: Samuel Superintendent

Password: ssessesss

Sign In

&, Are you a new user? Click here to create an account
"= Usemame problems? Click here to recover your usemame.

[ =
4 Password proslems? Ciick here to recover your password.
¢

2.) Select the “DSTSUP - District Superintendent” role.

* . Welcome Samuel Superintendent - Sign Out
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== Maine Certification Education System - TEST

| DSTSUP - District Superintendent: Lewiston Public Schaols (01250) |¢

3.) Select “Set up District Chairperson/s”.
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4.) This will bring up a screen that shows you your District Chairperson Assignments and
allows you to assign a new District Chairperson/s. To assign a new District
Chairperson/s select “ Assign a District Chairperson”
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5.) Select “Find Educator”
Add District Chairperson Assignment
District: | Lewiston Public Schools | *

Educalor: pop vey Assigned | Find Educator <: :

Teacher Chairperson: [

Admin Chairperson:

Ed Tech Chairperson:

Cancel Submit
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6.) Enter the Educator ID, NEO Staff ID or SSN for the desired District Chairperson. Please
be sure to also add the Chairperson for the Superintendent’s Region so they can

recommend administrator renewals. Select Search.

Please Enter the Educator Search Field(s) and Click Search

Educator 1D:
NEOQ Siaff ID: | meeass
SEN: I Search I<j
Cancel

7.) The name of the individual should appear. Select “OK”.

Please Enter the Educator Saanch Fiald(s} and Click Seanch
Educater I
RED S 1 seeene
558 Search

(e <
ED[o] care

8.) Check all that apply (Teacher Chairperson, Admin Chairperson and/or Ed Tech
Chairperson). Select “Submit”.

Add District Chalrpersen Assignment
Dl | Lawaninn Fubbs Sehaols ¥ *
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9.) At this point you will be brought back to the “District Chairperson Assignments” screen
and should see a “Record saved successfully” message at the top of page. Please note
that if it reads “Missing” under “Login Account” then the district chairperson still needs
to create their account in the system.

Record saved successfully.

District Chairperson Assignments

Please Note: District | Lewiston Public Schoals '-_ Search
Assigning a chairperson to a district is allowed by District Superintendent and DOE swlfmemhsrs {upon naquasl on a specific district's behalf). Chai 15 that are assigned on this screen will
have the auth for that chairg 'S gned district to approve end for . upgraded certificates, orallemaiecerhﬁcmesbasedmremummamﬂamsaime time of
recommendation.

When assigning a chairperson it is |mporlanl to mark each area of responsibility- Teacher, Administrative, or Education Technician. The chairperson will only have the ability to recommend
educators for which they were assigi g Y.

If the chairperson being added already has an account in the MCIS system then it will automatically be assigned the chai on role for the assigned district. If the chairp being assigned
does not already have an account in the MCIS > system then the chairperson role will be automatically granted as soon as their login account is d with an ed in the MCIS database. If
the chairp shows "Missing” under Login A in the table below they will need to be notified to create a login account at the MCIS sign in web page.
District Chairperson Assignments Assign a District Chairperson l
B psiNeme {2 pistiat Tescher Admin £5  LooinAccount Createlnto Update Info
View Edit ooooo1 ERIM EDUCATOR Lewiston Public Yes No No Missing Samuel.Superintendent Samuel.Superintendent Delete
Schools Apr 23 2018 343PM Apr23 2018 3:43PM
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